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The student will understand the ]
importance of deve?opiﬁg appropriate
work habits and attitudes and learn
how best to prove these to fellow
workers, supervisors and employers.

o

APPROPRIATE“J%RK HAéITS AND ATTITUDES

Performance Indicators:

The student will demonstrate understandiné
of the importance of pract1c1ng good
work habits and attitudes by comp]et1ng

the reading and the Self Assessment and
Post Assessment exams.
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INDIVIDUALIZED LEARNING SYSTEMS

~ Information

Once you have been hired or accepted as an apprentice, yoﬁ will have to prove
3 yourself on the job. You will already have found out much of what is expected of
‘you., Continue seekiné information about how to survive and get along. Ask
workers who have been there for the longest time. Keep informed, at all times,
about what is going ‘'on. You can be forewarned %nd forearmed for many of the things
that will be expected of you in exchange for your.pay and training. Your employer
will want you to be: ’ . -
1. Punctual and Dependable
g *ready to begin wo;k at the starting time .
. *in attendance evéry day . .
’ o - ‘*ca]]ing in, if for any seriqus reason, you can't be on time or attend
. _ *completing all assigned work on schedule
' *finishing work to a consistent, high standard
- 2. Honest o ‘ , RN .
.i . *respecting and carjng for property, ﬁateria] and tools ’ \\\\\
v *éiving a full day's work for you pay ‘
3. Lloyal R "
. *as if you are the representative of your trade or company  (Be (
e familiar with its reputation and if you don't Tlike it, leave it.)
’ *being positive about the job you are doing and the finished quality
. " of the work (Some disgruntled workers spread rumors about poorly
. finished products that scare customers away. If you think the
quality is poor, speak to your supervisor or boss rather than
keeping quiet at work and making negative comments outside. )
4. Willing to Learn and Able to' Accept Criticism )
) - *listening carefully to instructions and being sure you understand _them,
N oy *accepting cr%ticism without becoming angry or defensive
‘ ) "~ *learning from your mistakes ' '

*willing to follow positive suggestions . ) »
N > 1 c . .
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 *trying to improve the quality of your performance at all times

When yQu start in a new job, there is a slightly difficult period of time when you
may not be totally accepted by feliow workers, no matter how, Tikeable or pleasant
you are. They are waiting until you have proved your competence and shown a sense.
of respons1b111ty It may be surprising to find out that most of the ways in

which you can be become accepted by your fellow workers are s1m11ar to be1ng
recognized as a good worker by your employer. : '

. LB
People working with you want to know they.can trust you, that ‘you are Qot
going to let them down, 1nterfere with or interrupt their work or give

¥

i. Be Reliable and Dependable

them extra responsibilities. If you are assisting a journeyman, _you need

to be readily available with the material and equipment. " Your dependab111~y
means money. It is just as important to your fellow workers as to your
employer that you get to work on time, don't take days off, that you mebt
deadlines, keep promises and show you can wdrk under pressure. -

2 e -

Be & Learner ‘
Be prepared to ask questions and Tearn from alternative techniques. A'good:

) Tearner always succeeeds\because he or she is sensitive to ‘things that are
1mportant -to other, more exper1enced workers. S

-

Be Enthus1ast1c and Interested
In this way, you will be helpful, encourag1ng, cheerfu1 and detsrm1ned to
maintain a high quality of human relations aﬁd work “You w111\also be great
to be around! . S { . \ .

— ”
Be ﬁonest and Loyal . ) ;
Respect other people's property and dp1n1ons Be prepared to conmun1cate
your feelings and opinions, at the same t1me be open to the poss1b111ty of
being mistaken. Avoid, .at all costs, bragg1ng about yourself and mak1ng

up stories about your experience, ab111t1es and b]ans Sat1sfactory
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rrelations with other people can be shattered if you are drscovered 1y1hg

about yourself in order to impress others L . ‘

r‘ . . . ) = . b"

In addition to gaining the respect of your fe?]ow workers, you also need to prove
your competence-to your immediate superv1sor, this. is probably the most Tmportant
factor in progressing at work. This doés not mean be1ng insincere or subserv1ent

that way wou?d Tead to your be1ng d1s]1ked by your fellow workers and m1strUsted

"




by your supervisor. The number one way- to se]]’your;elf to your immediate super-
visor is by producing a consistently high level of performance. But this is not
always sufficient to be noticed. It is a good idea to keep a written record of
a11 the things you have ach1eved and all the skills you have acquired. You could
then use this as the basis for asking for advice from your superv1sor about what
. you should concentrate on next. You will impress hii or her by your thoroughness
and anmbition. You must, however, be genuine.

There are several other ways th:;/are gwaranteed to help you prove your worth to
your supervisor and progress in/the job: -

»

Show your initiative by being willing to try new things, volunteering to take

on tasks, where you will Tearn something new. Also, show you can be busy at

all times), even if it involves picking up aﬁbroom and sweeping the floor. '

fake res onsibi]ity for solving your own work prob]ems and even being prepared

to solve some of the superv1sor s problems. Be aware of what is needed and
offer to-help when you th1nk it is appropr1ate

Ask for help and advice from your supervisor when you can't be expected to
- know how to do somethingf\ It is better to admit the need for help than by
being shy or overconfident or to ruin a tool or some equipment.

There is one remaining area that could seriously affect your work habits and
attitudes. $ometimes, without you realizing it, some of/yoﬁr pereonal habits
outside work (drowsiness from drink, drugs or lack of sleep) are going to make

you unsafe with machinery. Heavy dr1nk1ng er pot smoking, m1581ng sleep or

obes1ty can affect your,performance Abus1ng yoursel{ through’the heavy intake of
any substance will seriously impair your ability to work, yourfdependability, N
ré]fabi]ity, sociability, capacity to, understana and remember,, and so on. Often .
peop]e do not know that their behav1or'15 a]tered for the worse. .As soon as ) ;
other workers start remarking on your performance you .gre probably in need of help.
There are many outside agencies that will offer you helz 1thout your emp]oyer

) know1ng Call your Tocal Mental Health Association and sk for the name of someone

you ¢an contact for adv1ce
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Assessment

*
: Read the statements and write T if the statement 1s true and F if.it is fa]se in '
the spaces prov1ded
’ o
1. v If someone offers you a JOb, 1t is proof that you already have all the
r1ght work habits and attitudes.
2. :____ Be1ng dépendab]e 1s do1ng the same thing every day, eveén 1f it is be1ng
T " late f1ve m1nutes each morning. . ’ o —
— ; N .
3. It wou]d help both your fe]]ow workers and your employer 1f you called
in when you had to n%gs work due to illness. - 3

> .
- 2
» v® . N
' o . . i . " ’
~ r QO i .

4:~ £ An honegst day s work is doing as much WOnK as you feel 1ike do1ng that

) - .

H
\ day.: { : . .~
5. - If you are. frequentiy heard putt1ng your trade or. company down other
N peop]? w111 wonder why you stay -in that job .
6. You th a1ong best, by show1ng you can do everything yourse]f be1ng super

qu1dent and never adm1tt1ng any mistakes.

" 7. One persori's poor work cap bring down the earnings of anothé} worker.

- -

N . ' >
~ “ 8. 5  The most successful workers know how to "suck up" to the supervisor.
. 9. ‘ It is poss1b1e to smoke "pot" every day and be’ comp]ete]y reliable at
T L work, A
. . T ’5 . [ by

Qr

‘ 10. - <A good worker is also a good learner.
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Self Flssessment
Rnswers -

10. -




INDIVIDUALIZED LEARNING SYSTEMS

ty - L (

o POSt -
ay. ssessment

Put a check mark in the blank-of the answer.or answers that you think best
cost comp]etes the statements. ‘

1. -Workers who are Toyal s ’ \ - —
a. __ get what they can from the company
b. _ cr1t7c1ze their workplace to outsﬂders :
€. ___ act as representatives of their trade or work ‘
d try to solve problems related to work,fgt their work

2. When you start a new JOb you need to

a. tell everyone how good you are . .
. b. __ find out what is expected of you , ‘ o
C. ___ critizice the boss ‘to your fellow workers
; d. ___ prove your competence to ‘your fellow workers

/\ g N N

3. If you are g1ven an assignment that is too dvff1cu1t yoy shou]d
a. ask for advice~from your supervisor

b. __ wait Until the dead11ne and say it was®too difficult
c.' comp1a1n to everyone near you
= d. __ keep silent and hope thatﬁnobody says anything about it
4. People who are honest ) ? v
" a. . try to give a full day's work for- the1r pay o
b, get away with as much as they can ' o
C.w return things that they find 1y1ng around to the1r proper place -
. d admit their mistakes T
LR
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If you accepc critietém yhenjyou have done something.badly

a. you are'stupid and weak .

you admit to being incompetent !

—

b
c. ‘" you are prepared.to learn from other peoples’ feedback to you
d. ’ ' you make the same mistakes over and over again )

. B . -~
A worker who 1is enthusiastic .

a. 'shows interest in his or her work
b s cheerfil with o;heraworkers
c. helps ctners '

d.’ shares his or her ideas

P
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A young worker who proves his or her competente to a superv1sor
a. . wou]d se11/n1m or herself to anyone
' 1s interested in getting along ®
is an."apple. polisher"

Tacks enough confidence to do‘tninge by him or herself

——
——
——

b
3
d

@
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A heawy smoker of marijuana

a. ____ -will not be very dependable in high-speed work
b *is likely to harm his or her short-term memory
c. will seriously affect his or her progress at- work
d will be unsafe openet1ng mach1nery oL
n ' ~
Good work att1tude§ and the ability to take on respons1b1]1ty
©a. __[; can be seen in youy behavior at work ’
are unimportant compared to the mechan1ca] sk111s requ1red on tﬁéﬁas%
'are the best way to survive and succeed 1n a JOb N

{
are something for older workers" P




‘a——.

aNouvLoUAy(lzgo LEARNING SYSTEMS

L)

® lnstr?or
\. sses ment Hnswers

Post

Y

/

‘/ . Zz
l\
1 c, d )
2 -b,?
// K
3. an- oo
. { LY
N P T /
!;’ . T
5. ¢ ~
4
j h
6. Ja,
. f/a’b ) d f Y
‘ <
7. b
§. a, b, ¢, d ¢
-' J ’
' 9. %c :
L X
, // \ ‘
.
(A
-
. 8
. (5’




